
 
 
 
 
 
 
 
 
 
 
 

2544 Executive Drive, Indianapolis, IN  46241, Phone: (317) 248-2481 Fax: (317) 248-0187 
Adam’s Mark Hotels, Kokua Hospitality, LLC 

ELECTRICAL SERVICE ORDER FORM 
 
EVENT_________________________________________SET UP TIME AND DATE____________________ 
 
VENDOR__________________________________TEAR DOWN DATE AND TIME____________________ 
 
ADDRESS___________________________________________DATE OF REQUEST____________________ 
 
CITY__________________STATE______ZIP_________________MEETING ROOM____________________ 
 
TELEPHONE__________________________________________________BOOTH #_____________________ 
 
FAX#______________________________VENDOR CONTACT______________________________________ 
 

DESCRIPTION Qty. # Days ADVANCE ORDER FLOOR ORDER TOTAL 
0-2500 watts = (1) 20 amp circuit    $40.00 /Per Day $50.00/Per Day  
2501-3500watts = (1) 30 amp circuit   $50.00/ Per Day $75.00/Per Day  
3501-4500 watts = (1) 40 amp circuit   $60.00/ Per Day $85.00/Per Day  
4501-5500 watts = (1) 50 amp circuit   $75.00 /Per Day $95.00/Per Day  
SPIDER BOX     = (6) 20 amp circuits   $260.00 /Per Day $285.00/Per Day  
OTHER SPECIAL REQUEST      

    
TOTAL ELECTRIC SERVICE 

 

Power services are based on 110 Volt single phase service.  208 Volt single phase service will be billed at two (2x) single phase 
price.  120-208 three phase power will be billed at three (3x) single phase price. 
*VEHICLES BEING BROUGHT IN, USE OF SMOKE, HAZE OR FOG MACHINES REQUIRE 1 WEEK ADVANCE NOTICE AND SPECIAL LABOR  
COSTS. 

ADDITIONAL SERVICES  
Engineering labor rate reg.  (1 hour min.)  $40.00 / Per Hour  

Engineering labor rate O.T. (1 hour min.)  $60.00 / Per Hour  

Banners hung (1 hour min.)  $40.00 / Per Hour, Per Person  

 
ALL ORDERS MUST BE PAID PRIOR TO EVENT 
 
Make payable to Adam’s Mark Hotel Indianapolis    
 
Credit Card #_______________________________________ 
Exp.______________________________________________    
 
Name On Card_____________________________________ 
 
Type of Card     ___MC    ___V    ___DC    ___AE  
Check #___________________________________________ 
 
Authorized Signature_________________________________          Date___________________________________ 

Electrical Service (taxable) 

Engineering Labor  

 Indiana  State Tax   =  7%  

Total All Services  

NOTE:  Client is responsible for all items rented.   
Any missing items at the conclusion of the event  

will  be billed to client accordingly. 
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CONNECTION CHARGES (as shown on page one) cover the cost of electrical connections, temporary lines and bringing power lines to your 
location.  Service includes bringing power to one point and one connection.  Charges do not include work in your booth, repair work or any 
special wiring from disconnect switch or distribution panel to exhibitor’s equipment.  Work performed in booth for special wiring will be charged 
on a time and materials basis.  
____________________________________________________________________________________________________________________ 

ELECTRICAL RULES AND REGULATIONS 
 

1)     ALL electrical connections, installations, assemblies, motors or any electrical operating gear must conform to all federal, state and local          
         electrical and fire codes.        
       
2) ALL equipment regardless of source of power must comply with all safety codes. 
 
3) EXHIBITORS SHALL BE PROHIBITED from overloading circuits regardless of voltage and amperage.  Overloading of circuitry due to  

equipment failure will be excusable only on the first interruption of power.  Equipment must not be restarted until a “house electrician” has 
                checked equipment for source of problem and corrected malfunction. 
 

4) UNDER NO CIRCUMSTANCES shall anyone other than “house electrician” make electrical connections. 
 
5) EXHIBITORS SHALL BE PROHIBITED from using equipment not properly protected by some type of overload circuit breaking device. 

Such device to be a part of the equipment or may be installed as part of the initial installation.  When approved by “house electrician” 
normal circuit protection will be adequate. 
 

6) USE of open clip sockets, latex or lamp cord wire in displays, duplex or triplex attachment plugs are prohibited. 
 
7) ADAM’S MARK INDIANAPOLIS reserves the right to check and inspect any and all electrical connections, equipment and facilities 

which any customer uses while in the hotel.   “House electricians” may at any time check voltage and amperage at any booth.  Any  
discrepancy found on electrical systems must be corrected immediately or power shall be disconnected. 
 

8) CLAIMS will not be considered unless filed by client prior to departure. 
 
9) SPECIAL EQUIPMENT requiring company engineers or technicians for assembly, servicing, preparatory work and operation 

may be executed without “house electrician” however, all service connections and overload protection to such equipment must be made 
by “house electricians” only. 
   

10) ALL equipment must be tagged and wired with complete information as to type of current, voltage, phase, cycle, horsepower, etc. 
 
11) ALL MATERIAL and equipment furnished by the HOTEL for this service order shall remain the HOTEL’S property and shall be removed  

ONLY by the HOTEL at the conclusion of the function. 
 

12) WALL,COLUMN and permanent building utility outlets are NOT A PART of exhibit space and are not to be used by the exhibitor 
unless specified otherwise. 
 

13) ELECTRICAL POWER for lights and displays will be turned on one hour prior to show opening and off at show closing. 
 
14) ALL EXHIBITOR’S cords MUST be of the three wire grounded type.  All exposed noncurrent carrying metal parts of fixed equipment 

which are liable to be energized, shall be grounded.   
 

15) CREDIT will not be given for outlets installed and not used. 
 
16) ADVANCED ORDERS five (5) days prior to the event start date.  Any order that date will be at the Floor Order Rates. 
 
17) RATES subject to change without notice. 
 
ADAM’S MARK HOTEL INDIANAPOLIS CORPORATION, dba ADAM’S MARK INDIANAPOLIS, assumes no liability for damage(s) 
to equipment caused by power fluctuations beyond the direct control of the Hotel. 
 
IMPORTANT:  Read all rules and regulations before completing and signing this order form. 
 
BY SIGNATURE BELOW, I agree to all charges specified and agree to abide by the rules and regulations.  I am authorized to sign for this 
company. 
 
ANY QUESTIONS REGARDING ELECTRICAL OR EXHIBIT SERVICE SHOULD BE DIRECTED TO THE BUILDING SERVICES 
DEPARTMENT (317) 248-2481 extensions 131 or 182. 
 
 
___________________________________________   ________________________________________   ________________________ 
                   AUTHORIZED SIGNATURE                                    PRINTED NAME                                               DATE 


